Approving an I nvoice

Scope

This section describes how to use SFA FM S to manually approve a unique
invoice for an individual supplier/vendor.

System References
N/A

Policy

N/A

Responsibility

SFA (Program) Payables SuperUser
Distribution

N/A

Ownership

N/A

Activity Preface

This activity is performed whenever an individual invoice needs to be
manually approved.
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Approving an Invoice-SFA (Program) Payables
Super User

E%Navigatm - SFA DCS5 CFO Papablez SuperUser
Actioh  Edit Guery Goo Falders Special  Help

Functions

Invoices:Entry:Invoices

Maintain Invoices

Invoice Batches
Invoices

Expense Reports
Recurring Invoices
Open Interface Invoices

+ Inquiry
Accrual Write -Off

Payments

Suppliers

Employees

Credit Cards Add
Setup

(il

EH Close Other Forms
m'

Remove

From the “Navigator” window, double-click I nvoices. The Invoices
sub- menu appears.

Double-click Entry. The Entry sub-menu appears.

Click Invoices and click the Open button. The “Find Invoices’
window appears.
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Recond. 14 | LListarvalues |
B2 Find Inveices
frbion Edit Qwen Qo <) cr Eperidl Hel
Sepplier
;5—» Hame || | Hlurnber |
Sile | Taapayer D
PO Mum | |F"|:I Shipmeri: |vJ
Imroice
Humber | Tairnz, -
Typea | j Pay Group: -
Amounts | = | Irwnice Bateh
Disles | - | Cumrency
Imroica Status Haolds
Pad - Statu= o5
Posied - Marme
Elalus - Raazon
Wamchar Audii o Invoice Template
Catagory Mumbar
Hama Parind Type
Mumbars | - | |
Caleulate Balance Owed... | Clear | New | Find |

4. With the cursor in the Supplier Name field, click on the List of

Valuesiconintoview alist of valid vaues for the Supplier Name
fidd.
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E%Suppliers
Enter a parial value to limitthe list, % to see all values.
Fin|§|dcs% |
]SupplierName | Supplier Mumber | Taxpayer D A
Find | 2]} Cancel

O

5. Click the Find button to view alist of al valid values, or enter a
partial value before the % sign in order to limit the list to those values
pertaining to your program and then click the Find button.
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Enf’,i Suppliers

Find{DCS Default Suppliers |

Supplier Narne |Supplier Murmber \Taxpayer D e

I:ZH:_.:::: Default Supplier 000496 aooaoaaan

i

|
Find Cancel

6. Click the desired supplier and click on the OK button. The “Find
Invoices’ will appear with the selected supplier information
popul ated.
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Fo il |ivwniices
Arfon: EdR Query Gn foicet Spedlal Help
Supplier
Marme [DCS Dafault Suppliar | Murmber (100096
LU | Taspayer 10 (00O0B00000
PO b | [F= Shipemant: |- |
Invoice
Hurnb=r | | [rems: -
Type |<| [FarGmug -
Amouris Jiz | Irwpice Batch
Dites [ | CArEncy
Imwoice Siafis Halds
Faid - Status 7
Pogted ™ Mame
Status - Reaann
=~ oucher Audit = - Ienice Template
Catenoey Murnber
Mgrne Parind Type
Numbers | -1 |
Calculat: Balance Owed,.. I Clear I Hew | _ Find I
Py

~—2

7. Click the Find button. The “Invoices’ window appears listing all of
the invoices for the selected supplier.

B2 e oices [SF& FHS)
Adlon Edil Query G0 Folder Epeclal Help
Balch Contral Total
Ackual Total
= "
Type Supplier . Supplier Mum Sk Irwoice Dste Froice B Ipwcica Gun I Ao
O [Standan|[Catmrada S [10000 G COLIPIDEC2000 | [FOEMDZZIN |[usD 1,638 641,
Standard [|Colorado S | 100002 Gy COLY{TG-1AN-2001 HELDSAMF? ||.!Sl} 576,08,
Srandard |[Colorado 5 100002 Gi_COLI[12JaR2001 | frogmozzom |[uso 3,305 565,
[standare][Catorada 5 [100002 Ga_CoL{liaFeszn0  [frosmnazm [[uso 1,663,748,
tandard | [Calorad o S 100003 Ga_COL{f0 FEBA001 | 70BLPIF-1231 [USD 176 BE5.
@—Eizmnuam Colorado 5100002 GA_COLEGUJURZO0 | [POBAME 2001 [USD 476,108,
|50 | A
ol Hole 0 DistributiornTetal 5576, 100,04
i aN Siaies  Mevar Approved Posted Mo
Oesp  GATDE NSLOS AMF for the Fiscal Year 200130
Actinns.. 1 Haold= | Payments | Iadch |
Schuduled Paymens | Ovarduw | | Risaributions |

8. Using the scroll bar, search for the invoice you wish to approve and
click in the row for that invoice. The “Distributions” window

appears.
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F._:-Erllr.lr beutione [[SFA FMS] - FIESSN F-S000 -30- P Colseado Shudent Loan Program

Artion  Ecit Querny o Eolder Qpeced  Help

ezt Tatal 576, 108,00
DiEtnibution Tatal 576, 10600
&l E
tum - Typo amount Tax Mama &L Date Sccount
:E e 76, 108,00 FI_BINZON | DZA3EHY.R08 610000 FRIR00
=]
4l | 1]
Arcowrt Desenphar FED DIRECT STUD.CATEGORY B.Year 2001.0PERATING EXPEN ACCOLNTING.D
Eratuz Mewar Approved PO prnbar
Foged Ma
Provage.... 1 I | Bevers= 1 I | Wi 110 | | Lot ae ] e I

9. Review the Distribution to ensure the payment information is correct
and then click the X button to close the “Distributions’” window. The
“Invoices’ window appears.

Alion Bl Query G0 Folder Eoecial Help
Balch Contral Total
Ackual Total
= "
Type Supplier . Supplier Mum Sk Irwoice Dste Froice B Ipwcica Gun I Ao
21 [standard||Cotorado S [1m0002 G COLIPIDEC2000 | [FOEMDZZIN |[usD 1,638 41
Standard [|Colorado S | 100002 Gy COLY{TG-1AN-2001 HELDSAMF? |l!5l]‘ 5iTE, 108,
Srandard |[Colorado 5 (100002 GA_COL{1ZJARI00 | FOsk0EzEom ||uso 3,305 G5,
[standare][Catorada 5 [100002 Ga_CoL{liaFeszn0  [frosmnazm [[uso 1,663,748,
tandard | [Colorad o S [10000 GA_COL{B-FERI001 | [FORLPIE-1234[USD 175 G5,
Q—EJ:““““’ Colorado 5100002 GA_COLEGUJURZO0 | [POBAME 2001 [USD 476,108,
|50 | A
gl Holde 0 DistributianTetal 676, 100,00
i | Siaies  Mevar Approved Posted Mo
Oesp  GATDE NSLOS AMF for the Fiscal Year 200130
Go—>  Adfinns. 1 Hulids | Payments | Match |
Schuduled Paymens | Ovarduw | | Risaributions |

10. With the correct invoice selected, click on the Actions button. The
“Invoice Actions” window appears.
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il = o
Eg,i Invoice Actions

[ Approve Related Invoices

[ Cancel Invoices

[ Apply/Unapply Prepayment...
[ Pay in Full...

[ Release Holds

Hold Marme ] |

Felease Mame ] |

Felease Reason ] |
[ Print Motice

Printer ] |
Sender MName ] |
Sender Title ] |

Cancel ‘ 0K

11. Select the Approve checkbox and click the OK button to approve the
invoice.

Enf’,j" Maote

if'i' APP-10301: No holds placed or
released.

<

12. A “Note” window appears indicating that no holds were placed or
released. Click the OK button on the “Note” window. The
“Navigator” window appears.
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Confirm Approval of Invoice-SFA (Program)
Payables Super User

Eg’,i'Navigalm - 5FA DCS CFO Payables SuperUser

Action Edit duery Goo Folder Special  Help

Functions

Invoices:Entry:Invoices

Maintain Invoices

- Invoices
- Entry
Invoice Batches
Invoices
Expense Reports
Recurring Invoices
Open Interface Invoices

+ Inquiry
Accrual Write-Off
Payments
Suppliers
Employees
Credit Cards Add

Remove

o+ + o+ o+

Setup

Close Other Forms

___oen |

13. To confirm that the invoice was approved, ensure that I nvoicesis
selected under the Invoices, Entry sub-menu and click the Open
button. The “Find Invoices” window appears.
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T Finad bven| ciss
mnn Edfl Euery @ calc=r Spectal  Haelp
Supplier
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i | Tarpayer 1D F]Il]IIﬂIII'.l
PO Mum | [P0 Shipraent |..| |
Ivoice
Murnbet | [remis -
Type |-i Fay Group. -
Amours = | Immice Balch
Cates | | gz | Gumaney
~lepice Status - Holde
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Posted - Iarne
Status - Haazon
Waucher Audit lvveice Template
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Hummbens [ =] [
Calculata Balance Owad... | Cloar | |

G

14. With the cursor in the Supplier Name field, type the full Supplier
name and click the Find button to view al of the invoices for the
selected Supplier. The “Invoices’ window appears.

2 Invoues 554 PM5)
Afan EOF Quemy 0o Folder Bpecial Help
Halch Controd Tokd
Ackusd Toksl
= r
Type Sopplar SupplerHum  Site Irrenics Diate Ewi:u Mum  Iresaica Cuir Irwmice Amni
¥ Tsaansard || Cobarado 5f[se0iz GA_COL| 0 DEC 2088 |[Fessinseens | JUs0 1611
[[Jssandard|[Cotarado 5[se0iz—||GA_COL| 16 1A 2801 |[HSLOSARF 5D 576,100
Colarade 5f|se00z GA_COL{[12.0AN 801 |[Pasainazin S0 3305 565
[Cotorado 5[mennz — |[GA_COL{(1 FER 20T |[reesnazan | juso 1RER4R
[Colorado 5|[0000z|[GA_COL| B FERA001 |7k FIF 125 050 126 GE5_
[Colarade S/[H0007  |[GA_COL{ - JUN-Z801 || 7kises 00| S0 576,100
=== i |
i Helds'  © CirdiibubionTatal 575, 300.80
sh LK aius Jpproved Prosted Mo
Diper GATEE HS1DS AME for the Fiscal Year 200130
Bcfione,, 1 | Holds | Paympnis | Makch |
Scheduled Payments | i || Dickbutiens |

15. Search for the invoice number of the invoice you approved and check
to see that the Status says “ Approved.”
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16. Click the X button on the “Invoices” window. The “N avigator”
window appears.

End of activity.
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Approving an
Invoice-SFA
(Program)
Payables
SuperUser

— From “Navigator”
window, double-click
Invoices. Invoices
sub-menu appears.
@

— Double-click Entry.
Entry sub-menu
appears. (2)

— Click Invoices &
click Open button.
“Find Invoices”
window appears. (3)

— With cursor in
Supplier Name field,
click on List of
Values icon in to
view a list of valid
values for Supplier
Name field. (4)

— Click Find button to
view a list of all
valid values, or
enter a partial
value before % sign
in order to limit
list to those values
pertaining to your
program & then click
Find button. (5)

— Click desired
supplier & click on
OK button. “Find
Invoices” will
appear with selected
supplier info
populated. (6)

— Click Find button.
“Invoices” window
appears listing all
of invoices for
selected supplier.
M

— Using scroll bar,
search for invoice
you wish to approve
& click in row for
that invoice.
“Distributions”
window appears. (8)

— Review Distribution
to ensure payment
info is correct &
then click X button
to close
“Distributions”
window. “Invoices”
window appears. (9)

— With correct invoice
selected, click on
Actions button.
“Invoice Actions”
window appears. (10)

— Select Approve
checkbox & click OK
button to approve
invoice. (11)

Approving an
Invoice-SFA
(Program)
Payables
SuperUser

— A “Note” window
appears indicating
that no holds were
placed or released.
Click OK button on
“Note” window.
“Navigator” window
appears. (12)

Confirm Approval
of Invoice-SFA
(Program)
Payables
SuperUser

— To confirm that
invoice was
approved, ensure
that Invoices is
selected under
Invoices, Entry sub-
menu & click Open
button. “Find
Invoices” window
appears. (13)

— With cursor in
Supplier Name field,
type full Supplier
name & click Find
button to view all
of invoices for
selected Supplier.
“Invoices” window
appears. (14)

— Search for invoice
number of invoice
you approved & check
to see that Status
says “Approved.”
(15)

— Click X button on
“Invoices” window.
“Navigator” window
appears. (16)

I
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